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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION
INSTRUCTIONS See Publication No. 76—RM—1 for instructions on completing this form. 'Forward signed original to
Department of Archives and History, Records Management Division, 33} Capitol Avenue Atlanta, Georgia, 30334,
Attention: Scheduling Section. .

FOR AGENCY USE 1. Agency Address | : FOR RECORDS MANAGEMENT USE
Application Date , Department of Education . Application Number
Office of Administrative Services 7(9 3 ] \ g
Application Number Fiscal Services Division - . Date Received Eaée Completed
LEA Financial Advisory & Assistance SectfoffAN 5 1989 | B 1 1082
2. Person to Contact o S Working Title Telephone Number |
Warren Post : Administrator  656-2447

3. Action Requested
a. [ Establish Retention Schedule; record will continue to accumulate. - , -
b. [ Dispose of present accumulation; no further accumulation anticipated.

¢. K Amend Application No. ____ 76-311 ____ Check One: K] Change; O Supercede; 01 Void
4. Dates of Series 5. Records Series Title (followed by title used in office; if different}
Earliest ~ Latest ,
1966 J Te Date LEA Financial Advisory & Assistance General Operational Files
6. Division and Office Function What is the function of the Division and the Office in which this record series is created?
No Change

1

7. Record Series Description This file contains the followmg documents (include form numbers and titles, if any):
- Attach samples of the file.

Documents relating to:

Inciuded are:

No Change
File is arranged:
8. Monthly Reference Rate How often are records referred to which are: ]
Oneto six monthsold . ___; Sevén to twelve monthsold —_____; Thirteen to twenty-four monthsold —_______;
twenty-five months and older _ ?

9. Annual Rate of Accumulation of Records

Lettersizedrawers —____; Legal-sizedrawers . __; Shelves : Other (specify)
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Tres | no | 10. Questionnaire  (Piace an X"’ in the proper column) R

a. Is this the official copy of the series?
If not, where is it? .

b. Does the series contain confidential information requiring security handling? !f yes, «v.:tte law or regulation.

c. Is this a vital record?

d. Does this series have historical or Iong term research value?

e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

_documents be scheduled separately? aTelh -
1 1 % Isthe wmwww COpY,
g. Is the information eontamed in thus series ever snalyzed lnd/or recorded ina summarized report?
] _Hvesattachocopy, ~o .. - - -z tco- S S
h. Is there a duptication of thls series in your offnce or in another office or agency?
If ves, where?

_ Y _i._Is this series (or 2 major portion of it} regularly microfilmed?

_ L. Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept
a. State Law , i years, d. Audit period years,
b. Statute of limitation years. e. Administrative need : years,
c. Federal law years. f. Federal retention instructions years.

Attach copy or excert of laws or regulations. Explain aministrative need.

-

12. Approved Disposition Instructions This agency recommends that the File series be cut off at the end of each:
C O Calendar Year: X4 Fiscal Year; O Other then,

3 Hold in the current filesarea ___ _month{s) 1 vyear{(s); then
O Transfer to local holding area; hold ______ ___ vear{s); then

@ Transter to State Records Center;hold ___6 . year(s); then

& Destroy.

O Transfer to State Archives for permanent retention.

O Other {Specify)

These instructions apply to all prior and future accumulations of the series,

Jg | Agency Head/Designee (507!6 e} Pate , . 1 Records Management Officer _(Signature) Date
¢ , 4/%/5‘9‘? MQMM% /5a4w9mﬁ@v\~\ |- -2
5 Sute Records Committee grgnanme} Date

Recommendations in para- .
graph 12 are approved. State Auditor/Designee M. M A'/ ;'r >

(If disapproved, attach letter
of explanation.) &Uﬁ%ﬁteﬂ)ﬁigm W W Ny B2

Attorney General/Designee i .

T  ——
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OFFICE OF THE SECRETARY OF STATE
APPLICATION FOR RECORDS RETENTION SCHEDULE DEPARTMENT OF ARCHIVES AND HISTORY
- RECORDS MANAGEMENT DIVISION
INSTRUCTIONS: See Publication No. 76—RM—1 for instructions on completing this form. Forward signed original to
Department of Archives and History, Records Management Dmslon 330 Capitol Avenue, Atlants, Georgia, 30334
Attention: Scheduling Section,

FOR AGENCY USE 1. Agency Address . ; FOR RECORDS MANAGEMENT IJSE
Apptication Date ; Department of Education ' Application Number
Office of Administrative Services 76~ 3\\
- Financial Review Unit ‘ - —
Applicstion Number Room 132 State Office Building Date Received Datg Complete:d :
12 Mifchell St., Atlanta, Georgia 30334 | OCT -7 1976 | OCT 18 i976
2. Person to Contact Working Title Telephone Number |

Warren Post Supervisor ' 656-2442

3. Action Requested .
a. (@ Estabusn Retention Schedule; record will continue to accumulate. -
“b. O Dispose of present accumulation; no further accumulation anticipated. - ' ‘
gz O Amend A_pgbcation No. = _ Check One: O Changs; O Supercede: 0 Void , S '

4, Dates of Series : §. Records Sarias Tntlu ffollowed by title used in office; if dufferent}
Earliest - Latest

FY 1966 I to date FINANCIAL REVIEW GENERAL OPERATIONAL FILES ‘ (A-Z File)

6. Division and Office Furiction -° What is the funcuon of the Dw:sion and the Oﬁlce in whtch this reccrd snnes as created?

) .o
e £ - . o
e s o fmal oL Pennlontoenln .

The Financiai Review Unit cor‘_ad:{m.té‘financial analyses and reviews of each local -
educational agency, providing techmical assistance to aid them in their development

of acceptable ac¢counting systems, and maintains and updates the Georgla Accountlng L
Handbook for Local School Sjstems. B o

——— e s s L e b

7. Record Series Description This file contams the followmg documents finclude form numbers and titles, if any):
- Attach samples of the file,

Documents relating to: operating and maintaining the supportive functions of the Financial
Review Unit.

4

Included are: (1) Correspondence to and from the unit, (2) Statement of audit findings,
(3) Itineraries, (4) Reports concerning functional areas of the unit.

File isarraniged:,&lphabetically by subject. -

8. Monthly Reference Rate -~ How often are records referred to which are: —

—p

One to six monthsold __125__ . Saven to twelve months old ._125 __; Thirteen to twenty-four months oid —__20
twenty-five months and older _i__ . , - :

R

- - —

9. Annusl Rate of Accumulgtion of Records, . . , T ]
Letter-size drawers __2. RN . 18 lea drawers —_— .. Shelves _____ _; Other (specify) s

oy
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YES | NO , Questionnaire __ (Place an "X" in the proper column} £ v

a. ts this the officiai copy of the senes?
if not, whera ig it?

% b. Does the series contain confidential information requiring security handling? 1f yaa', cite law or regulatlon "

X c._ls this a vital record?

X d " Does this series have historical or long term resedrch value?

ﬂocyments be scheduled separataly?

. When one or two documents in the file make it necessary to keep the entire file for a long period, could these

X £ 1mmmmmm;ammmmmmuswch copyY,

X If ves, attach copy, . _— e =

g. Is the inforthation contained in this series ever analyzed andlor recorded ina summarlzed report?

h. Is there a duplication of this series in your offlce or |n another offlea or agency?
X It ves, where? : '

X1 L km:auulaummmma atuimguiarly mncroﬁ!med?

i

X L. Does the record series result in a computer printout?

11. Retention Requirements The following requires the series to be kept:

‘8. State Law 0 __years, ‘d. Audit period
b. Statute of limitation —_ 0 years e, Administrative need
¢. Federal taw . 0 years.

Attach copy or excert of laws or regulations. Explain administrative need. -

financial reviews and audits in local school systems.

£. Federal retention instructions

_.These records are needed to substantiate supportive information relating to I

years.

0 :
I _.years. '
0 _.years,

[ .

PO , Cl Calendar Year; & Fiscal Year O Other _-- -

12 Approved Disposition l_nagruatj_gqs Thls agencv recommends that tha file series ba cut off at tha and of aach

X Hold in the current files area N month(s) ___Z_,_,,. year(sl then _“ .
O Transfer to local holding area; hold —... - year(s}; then

B Transfer to State Records Center: hold —__ 2 _____year(s); then

B Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify) '-

3

Thesa instructions apply to all prior and future accumulations of the series.
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ate - | Records Management Officer (Srgnature)

Date
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v Date
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graph 12 are apf)'roved. ' State Auditor/Designee
(If disapproved, attach letter it .

of explanation.) . Secreta tate/Designee

e s

10-15;-74

Attorney General/Designee / / W KILL(

/& e /{

AR-50—71; Rav. 76 : . (Ravaraa Sida) o




